





ij Abrahams, Rollie, 
You get the interview, 456, 4 
Adding machines, 
see Meehan 
} Aircraft terms in Gregg Sim- 
) plified, 266 
All about sending Christmas 
packages, 185 
All about telegrams, 74 
Allen, Chester, 
Keyboard Kodes, 162 
Allen, Sarah, 
When are ‘finders keepers, 
143, i, s 
Stood up, 422, i, s 
Aluminum terms in Gregg 
Simplified, 361 
And one to grow on, 499, i 
Angerer, M. J.., 
Secretary to Lilly Dache, 
389, i 
Angry customer, the, 339, i 
Annual OGA contest opens 
this month, 194 
Are you a good secretary 
Do you look like a good 
secretary, 401 
Do you think like a good 
secretary, 402 
Do you sound like a good 
secretary, 403 
Do you act like a good sec- 
retary, 404 
Are you a Miss (or Mr.) 
Type-Right, 297 
Awards for the 
351, i 
Awards today 
morrow, 89, i 
















































winning, 


dollars to- 


Baby-sitting, 530, i, s 
Beauty at your finger tips, 
412, i 
Bedford, Jack, 
You answer the want ad, 
455 
Big display—little space, 104 
Birthday greetings, 24, i, s 
Bo-Du, see Huck 
Boggess, Louise, 
Baby-sitting, 530, i, s 
Bombard, Jean, 69 
Boss’s desk, the, 240, i 
Bouquet to my secretary, a, 
450, i 
Brennan, Lawrence D., 
“Voice of Yankees,” 11 
Secretury in toy canyon, 
179, i 
Secretary to 
neg‘ie, 283, i 
Burke, Marylin, 283 
Burns, Mary. 125 
Business law, see Tessie asks 
the experts 


Dale Car- 


alculators, see Meehan 

an you do ’em better, 421 

an you turn this into a 
table, 265 

angene, Madeline, 231 

are and pleasing of bosses, 

the, 362, i, s 

€ck and double check, 82 

eck your hats and coats, 

431 

heer up your chores, 81, i 

hit-chat, 108 

aristmas around the world, 
", “Ls 

oistmas 
88, i 

hristmasy touch, the, 207, i 

"al industry terms in Gregg 

_ ‘ s x £2 
Simplified. 155 


trimming tips, 


Competent typist tests, 30, 
92, 144, 210, 260, 312, 364, 
424, 476, 534 

Copyholders, see Preston 

Court reporting, see Tessie 
asks the experts 

Crowning of a queen, 460, i, s 


Darlington, Celia, 
Front-line trench, 236, i 
Daughton, Doreen, 231 
Day to remember, a, 35, i, s 
Devil works overtime, the, 
405, i, s 
Di Rienzo, Constance, 445 
Dickey, Donna, 
Glory and the 
job, 478, s 
Dictating machines, see 
Rosen, Frosch 
Direct-view copyholder, 186, i 
Do you know how to tran- 
scribe machine dictation, 


glamour 


18, i 
Double your money back, 
244, i, s 


Double-duty dictation, 29, 88, 
146, 215, 259, 315, 366, 418, 
479, 529 


Eason, Katherine D., 
A soft answer, 294, i, s 
English for transcribers, see 
Hutchinson 
Executive-secretary look, 466 
Expert timesavers in Gregg 
Simplified, 408, 459, 536 


Fashion, 
Executive-secretary 
the, 466, i 
For fall flattery, 38, i 
From misfit to Miss Fit, 
96, i 
Holiday highspots, 200, i 
New twist in scarfs, 252 
Patterned for today’s sec- 
retary, 42, 101, 152, 204, 
256, 306, 360, 414, 474, 514 
Pretty as a valentine, 302, i 
Spring-fever fashions, 354 
Spruce up for spring, 410, i 
Sun clothes—fun clothes, 
510, i 
Warm for winter, 148, i 
Who cares if it rains, 150, i 
File and forget dept., 56, 112, 
168, 224, 272, 320, 376, 432, 
488, 542 
Filing, see Gross 
For fall flattery, 38, i 
From misfit to Miss Fit, 96, i 
Front-line trench, 236, i 
Frosh, Adrienne, 
Do you know how to tran- 
scribe machine dictation, 
18, i 
Signal systems of tran- 
scribing machines, 136, i 
How to type a “talking 
table,” 288, i 
Hints to pass on to your 
dictator, 346, i 


look, 


Garvey, Claudia, 
Do you think like a good 
secretary, 402 
Garvey, Virginia, 
Queen of the onion patch, 
249, i, s 
Gass, Betty, 389 
Getting fun out of short- 
hand, 463, i 
Glory and the glamour job, 
478, i, s 
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Glossary, 56, 112, 168, 224, 
272, 320, 376, 432, 488, 542 
Good looks section, 37, 95, 
147, 199, 251, 301, 353, 409, 
465, 509: also see fashion, 
grooming 
Good morning, sir, 
Gorcy, Kaar, 
Time for action, 196, i, s 
Gould, Florence B., 
Looking out for 
watch, 314 
How to quit your job, 457 
Grammar, see Hutchinson, 
Tessie asks the experts 
Gregg, John Robert, see 
Halan 
Gregg awards, see Competent 
typist tests, OAT tests 
junior and senior, OGA 
membership tests, OGA 
tests—junior, Ulrich 
Grooming, 
3eauty at finger tips, 412 
Fresh-as-daisy look, 512, i 
Head start for beauty, 40, i 
Make yourself a_ pretty 
mouth, lol 
Making the most of your 
make-up, 99, i 
Not exactly pretty, but, 304 
She walks in beauty, 254, i 
Sitting pretty, 400, i 
Your eyes deserve star bill- 
ing, 202, i 
What’s what with 
permanents, 356, i 
Gross, Marthe, 
You file this way in a small 
branch office, 292, i 
in a medium-sized office, 
398, i 
in a large-sized 
502, i 


Process of osmosis, 342 


348, i 


your 


home 


office, 


Halan, Robert, 
And one to grow on, 449, i 
Halpin, Constance L., 
Secretary to Ed Sullivan, 
69, i 
Vacation for June, 506, i, s 
Head start for beauty, 40, i 
Help wanted, 132, i 
Hide and seek, 212, i, s 
Hints to pass on to your dic- 
tator, 347, i 
Hochstein, Rolaine B., 
Secretary to Ellery Queen, 
445, i 
Holiday highspots, 200, i 
Horses, horses, horses, 367 
How many shorthand short- 
cuts should you know, 87 
How to add—by touch—on a 
ten-key adding machine, 
242, a, i 
How to quit your job, 457, i 
How to type a “talking 
table,” 288, i 
How well do you write short- 
hand, 247 
Huck, Virginia, 
Two secretaries earn extra 


money in their spare 
time, 341, i 
Hughes, Marjorie, 
Secretary to Bob Hope, 


333, i 
Hutchinson, E. Lillian, 
Words—just teasers, 23, 78, 
134, 193, 258, 299, 350 
Do you sound like a good 
secretary, 403 
Also, Tessie asks experts 


TODAY’S SECRETARY ¢ June, 1953 


Code: 
a= author’s picture 
i = illustrated 
s = shorthand plate 


“If I only had time,” 73, i 

Ike’s campaign secretaries, 
125, i 

Insurance terms in Gregg 
Simplified, 94 

It had better be “yes,” 79, i, s 

it’s all in a manner of speak- 
ing, 287, i 


Job hunter’s handbook, 
You answer the want ad, 
455, i 
You get the 
456, i 
How to quit your job, 457, i 
So you get the job—what 
then, 458, i 
Job hunting the easy way, 
452, i 
Johnson, Dorothy M., 
Horses, horses, horses, 367 
Joseph, James, 


interview, 


Plastic surgeon's secre- 
tary, 290, i 

Secretary to Bob Hope, 
333, i 

Secretary in a man’s world, 
396, i 


Just about shorthand, 50, 
103, 166, 206, 262, 371, 516 


Kearful, Jerome, 
We will not be intimidated, 
472, 518, i, s 
Keep shooting, 46 
Keyboard Kodes, 162 
Klein, Dr. A. E., 
Double-duty dictation, 29, 
88, 146, 215, 259, 315, 366, 
418, 479, 529 
Kurrus, Elsie Joan, 11 


Laine, Juliette, 
Oh, to be a script clerk, 
156, i, s 
Larson, Cedric, 
Secretaries at 
231, i 
There’s no business like 
hotel business, 500, i 
Lawson, Jean, 
Christmas trimming tips, 
188, i 
You're asked to buy the 
office flowers, 394, i 
Leather shoes aid romance 
through the ages, 163, s 
Legal secretary, 337, i 
Leonard, Anne, 


the UN, 


No letter from Johnny, 
44, s 
Leslie, Louis A., 
How many shorthand 


shortcuts 
know, 87 
Lever House, 16, i 
Listening in on the bosses, 
499 
Lloyd, Dr. Alan C., 
Two kinds of manuscript 


should you 


art, 46 

Big display—little space, 
104 

Technique of X-T display, 
159, i 


Christmasy touch, 207, i 

Can you turn this into a 
table, 265 

New Year’s resolutions for 
a typist, 265 

Professional personal 
touch, 369, i 

Also Tessie asks experts 

Looking out for your watch, 
314 


Ut 
pen 
oy) 





Make yourself 
mouth, 151 
Making the most of your 

make-up, 99, 4 
Mason, Le Roy, 
Check and double check, 
82, i, s 
McClane, Margaret, 
Head start for beauty, 40, i 
Medical terms in Gregg Sim- 
plitied, 300 
Meehan, Dr. James R.., 
There are five different 
kinds of calculators, 128 
How to add—by touch—on 
a ten-key adding ma- 
chine, 242, a, i 
Message from the past, 32 
Michaels, Loid, 
Two bits for Santa, 190, i, s 
Military terms in Gregg Sim- 
plified, 34 
Morning sparkle, 504, i 
Morton, Marjorie, 
Pirates in the pews, 263 


pretty 


Nameful tale, a, 138, i, s 
National secretaries week is 
set for May 24-30, 392, i 
New twist in scarfs, a, 252, i 
New Year’s resolutions fora 

typist, 264 
New Year's resolutions I 
wish my boss would make, 
235 
No letter from Johnny, 44, s 
Not exactly pretty, but, 304 


OAT tests, junior, 46, 105, 
160, 207, 265, 314, 369, 421, 
475, 533 

OAT tests, senior, 46, 104, 
160, 208, 265, 314, 369, 421, 
475, 533 

OGA contest copy, 268, 316 

OGA membership tests, 28, 
90, 142, 248, 298, 352, 464, 528 

OGA tests, junior, 28, 90, 142, 
248, 298, 352, 464, 528 

Oh, to be a script clerk, 156 

Oil industry terms in Gregg 
Simplified, 217 


Panzer, Fred, 
Job hunting the easy way, 
452, i 
Patterned for today’s secre- 
tary, 42, 101, 152, 204, 256, 
306, 360, 414, 474, 514 
Pennyfeather, Prudence, 
Devil works overtime, 405 
Pepper, Elias John, 
Secretary in a 
world, 396, i 
Personality development, 
see Trumper, Raubicheck 
Pirates in the pews, 263, i, s 
Plastic surgeon's secretary, 
290, i 
Pleased to meet. . 
Popham, Dr. Estelle, 
What is a C. P. S., 508 
Preston, J. H., 
Direct-view copyholder, 
186, i 
Pretty as a valentine, 302, i 
Process of osmosis, a, 342, i, s 
Professional personal touch, 
the, 369, i 
Punctuation, see Hutchin- 
son, Tessie asks experts 
Purchasing secretary, 21, i 


man’s 


135, i 


Queen of onion patch, 249 


Rae, Isabel B., 
Ike’s campaign secretar- 
ies, 125, i 
Sorry, Miss Jones is on va- 
cation, 495, i 


544 : 


taubicheck, Letitia, 

It's all in a manner of 

speaking, 287, i 
Reference lists in 

Simplified, 
Aircraft terms, 266 
Aluminum terms, 361 
Coal industry terms, 155 
Expert timesavers, 408, 
459, 536 
Insurance terms, 94 
Medical terms, 300 
Military terms, 34 
Oil industry terms, 217 

Reno, Marie, 

All about telegrams, 74 

Sending out the boss’s 
Christmas cards, 131, i 

All about sending Christ- 
mas packages, 185 

Sitting pretty, 400, i 

Respectfully yours, 345, i 
Romagna, J., 

Just about shorthand, 50, 
103, 166, 206, 262, 371, 516, 
a 

Rosen, Seymour, 

Do you know how to tran- 
scribe machine  dicta- 
tion, 18, i 

Signal systems of tran- 
scribing machines, 136, i 

How to type a “talking 
table,” 288, i 

Hints to pass on to your 
dictator, 346, i 

Rosenberg, R. Robert, see 

Tessie asks the experts 

Rothacker, Howard, 
Typing designs, 521, i 


Gregg 


S is for secretary, 15 
Schmidt, Katherine C. 
Respectfully yours, 345, 
Schweller, Adele U., 
A nameful tale, 138, i, s 
Searl, Helen H., 
Purchasing secretary, 21, 4 
Secretaries 
at the UN, 231, i 
in the news, 20, 140, 517, i 
men, see Secretary in a 
man’s world, Yeoman 
school 
Secretary: 
308, i, s 
Secretary in 
a man's world, 396, i 
toy canyon, 179, i 
Secretary to 
Bob Hope, 333, i 
Dale Carnegie, 283, i 
Ed Sullivan, 69, i 
Ellery Queen, 445, i 
General Eisenhower, 125, i 
hotel manager, 500, i 
Lilly Dache, 389, i 
plastic surgeon, 290, i 
“voice of the Yankees,” 11, 
i 
Sending out the _ boss’s 
Christmas cards, 131, i 
She walks in beauty, 254, i 
Shopping for the office, 430, 
484, 538, i 
Shorthand, see Klein, Leslie, 
Romagna, Tessie asks the 
experts, Ulrich 
Signal systems of transcrib- 
ing machines, the, 136, i 
Sitting pretty, 400, i 
So you get the job—what 
then, 458, i 
Soft answer, a, 294, i, s 
Sorry, Miss Jones is on vaca- 
tion, 495, i 
Speare, Elizabeth George, 
Birthday greetings, 24, i, s 
Spelling, see Hutchinson, 
Tessie asks the experts 
Spring-fever fashions, 354, i 


screen version, 


Spruce up for spring, 410, i 
Statement of the ownership, 
management, and circula- 
tion, 164 
Stood up, 422, i, s 
Strony, Madeline S., 
Listening in on the bosses, 
499, 1 
Also see, 
experts 
Sublette, Margaret, 
Double your money back, 
244, i, s 
Surveys, 
S is for secretary, 15 
What business pays secre- 
taries, 454 
Swem, Charles L., see Tessie 
asks the experts 


Tessie asks the 


Technique of X-T display, 
the, 159, i 
Telegrams, see Reno 
Tessie asks the experts, 5, 
62, 120, 174, 228, 278, 324, 
382, 435, 492 
Tessie goes shopping, 43, 102, 
154, 205, 257, 306, 358, 416, 
$40, D515 
Their club is really alive, 183, 
i 
There are five different kinds 
of calculators, 128, i 
There's no business like ho- 
tel-business, 500, i 
They didn't get the job, 468, i 
They don't seem to read any 
more, 239, i 
Time for action, 196, i, s 
To be earned on the speed- 
way, 141, i 
Transcribing speed practice, 
31, 93, 145, 211, 261, 313, 365, 
425, 477, 535 
Trumper, Elizabeth F., 
“If I only had time .. .,” 
73, i 
Pleased to meet .. ., 135, 
i 
Angry customer, the, 339 
Do you look like a good 
secretary, 401 
So you get the job 
then, 458, i 
Tucker, Dee, 
It had better be “yes,” 79, 
i, Ss 
Two bits for Santa, 190, i, s 


what 


‘Two kinds of manuscript 


art, 46 

Two secretaries earn extra 
money in their spare time, 
340, 7 

Typewriters, Video, see They 
don’t seem to read any 
more 

Typing, see Lloyd, Tessie 
asks the experts, 

Typing designs, 521, i 


Ulrich, Florence Elaine, 

Which award will you win, 
27 

Awards today—dollars to- 
morrow, 839, i 

To be earned on the speed- 
way, 141, i 

Annual OGA contest opens 
this month, 194 

How well do you write 
shorthand, 247 

Are you a Miss (or Mr.) 
Type-Right, 297 

Awards for the winning, 
351, i 

You and your future, 419 

Getting fun out of short- 
hand, 468, i 

We're proud of the OGA 
winners, 522, i 


TODAY'S SECRETARY ¢ June, 1953 


Vacation for June, 506, i, s 
Vandervoort II, Paul, 
Secretary: screen version, 
308, i, s 
“Voice of the Yankees,” 11, 
1 


Warm for winter, 148, i 
Waterman, Helen, 
Message from the past, 32, 
i 
Who let the feline out of 
the burlap, 91, i, s 
Their club is really alive, 
183, i 
Legal secretary, 337, i 
You can help, 427, i, s 
Check your hats and coats, 
431 
We will not be intimidated, 
472, 518, i, s 
We're proud of the OGA 
winners, 522, i 
What business pays secre 
taries, 454 
What is a C. P. S., 508 
What's what with home per 
manents, 356, i 
When are finders keepers, 
143, i, s 
Which award will you win, 
27 
Whitcomb, Helen, 
Lever House, 16, i 
From misfit to Miss Fit 
96, i 
Make yourself a 
mouth, 151 
Your eyes deserve star bill 
ing, 202, i 
She walks in beauty, 254 
Not exactly pretty, but.., 
304, i 
What's what with home 
permanents, 356, i 
Beauty at your finger tips 
412, i 
They didn’t get the job, 
468, i 
Fresh-as-a-daisy look, 512 


pretty 


i 

White, Jerry, 
Help wanted, 132, i 
Boss's desk, the, 240, i 
Good morning, sir, 348, 4 
Morning sparkle, 504, 4 

Whitman, Anne, 125 

Who cares if it rains, 1 


1 
Who let the feline out of the 
burlap, 91 i, s 
Wolfe, Julia W., 
A day to remember, &% 
i, s 
Words——just teasers, 23, ® 
134, 193, 258, 299, 350 
Wright, Mary Elizabeth, 
Do you act like a good sé 
retary, 404 


Yeoman school, 75, i 
You and your future, 419 
You answer the want 
455, 1 
You can help, 427, i, s 
You file this way 
in a small branch Om 
292, i 
in a medium-sized Of 
398, i 
in a large-sized office, 9 
i 
You get the interview, 


i 

Your eyes deserve star 
ing, 202, i 

You're asked to buy the 
fice flowers, 384, i 


Zwirn, Annette, 
Hide and seek, 212, 4, 87 
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